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[Insert Name] Superintendent

[Insert Name of District Office]

[Insert Address]

[Insert Date]

Re: Notice of Student Expulsion or Disenrollment of [Insert Pupil‚s Name]

Dear Superintendent [Insert Name]:

Pursuant to the Envision Schools Suspension and Expulsion Policy and Procedures please be advised that, as of [Insert Date], [Insert Pupil’s Name] has [been expelled/ dis-enrolled] from the [Insert School Name].
The above-mentioned pupil’s last known address is as follows:

[Insert Pupil’s last known address]

[Insert School Name] will provide the District with a copy of the cumulative record of the pupil, including a transcript of grades or report card, and health information regarding the pupil upon receipt of written request. In cases of expulsion, the school will also provide appropriate documentation of relevant information and due process upon written request.  Please mail all written requests to:  [INSERT CONTACT PERSON AND SCHOOL ADDERSS]
Sincerely,

[INSERT PRINICPAL NAME]
Principal 
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